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Reports

• This tutorial is for SAMS users who have, at 
least, a basic understanding of its functions

– If you do not, please review the SAMS General 
Overview

• This tutorial is meant to give you an 
understanding of using Reports within SAMS
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Reports
Starting

• Creating or running a report within SAMS is 
easy to do with just a few steps

• Let’s start here by clicking on Reports (circled) 
from the main menu in SAMS

9/7/2007 3State of Nevada, Division for Aging



Reports

• Upon clicking Reports, a 
window similar to this will 
show up

• The contents may change 
as your administrator may 
add new reports to the 
menus

• Take a look at the icons on 
the left
– Each one denotes a 

different category of 
reports
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Reports
Categories

• Report categories include
– Assessments
– Consumers
– Services
– Contracts
– Care Plans
– Billing
– Actions
– Administrative

• Most reports will be in the 
Consumer category
– The consumer category 

automatically opens when you 
open Reports
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Reports
Canned or not Canned

• Let’s take a closer look at 
the reports listed here
– If you look at the 

comments column 
(arrowed), you see some 
reports have different 
entries
• All reports that state “SAMS 

Report” are canned. 
Meaning those reports were 
created by Synergy

• All reports that have 
anything else or nothing 
have been created by your 
SAMS administrator
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Reports
Opening a Report

• Let’s open the “Consumer 
Listing Report”

– This report is very versatile

• Highlight the report and 
click on New Report 
(circled)

– “Open Report Definition” 
will be discussed later on
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Reports
Configuration/Filtering/Settings

• Certain fields are not needed if you are not saving a report 
definition(fields circled)

– Report Title

– Comments

– Description

• Report Configuration

– Within the sections below, you can create a very 
complex report to show what you want

• Choose Columns for Consumer

– Allows you to pick and choose what 
columns you want to appear in the report

• Choose Columns for Consumer Group is meant 
for use with Consumers Groups.

– Most users will leave this be

– These parameters continue on and are quite detailed

– We will create a fairly simple report today.

• I strongly suggest you try an experiment with 
various settings

9/7/2007 8State of Nevada, Division for Aging



Reports

• This report I have setup is 
quite simple
– The Report will return all 

consumers that are in CHIP 
with a Care Enrollment 
Status of Active

• After you have setup your 
report
– Click on Print Preview 

(circled) to see how it will 
look 
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Reports
Refresh Changes

• At times, you will Preview your report, to find out 
that the results that came back from SAMS 
wasn’t what you were looking for

• SAMS allows you to make changes to the report 
and then “Refresh” the report to reflect the 
changes you just made
– Go ahead and make a change to the report

• Change the Care Program

– Now, click on Refresh Report (circled)
• The updated report with new information will be displayed
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Reports
Printing

• If you are satisfied with the previewed report, 
you will now be able to print the report.

• To do this, click on Print Report (circled)

• This can take several second to a minute to 
respond since you are asking a remote server in 
Vermont to print here in Nevada. Please have 
patience

• A window will pop up asking you to verify your 
printer. Click on OK to proceed to print.
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Reports
Save

• In some reports, you may have made many 
configurations and you will run this report every 
month. If this is the case, you should save this 
report definition
– Report Definition: A configured report “template” that 

can be re-called and ran/printed at the users request

• Save Report & Save and Close Report uses those 
fields we discussed on page 8 (Title, etc…)
– Name your report (give it a title) and then Save it
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Reports
Definitions

• You may remember this figure to 
the right. I stated that I would cover 
Report Definitions
– As you see, the definitions portion 

(circled) is quite large
– Only save your definition if you will 

be using it on a Monthly basis or 
more than that!
• If it only takes 20 seconds to create 

your report, please do not save your 
definition

– SAMS has a limited amount of space 
for report definitions

– Definitions, like consumers, does 
have a filter and find option so you 
can quickly identify your report 
and/or definition
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Reports
Definition Editing

• To edit and/or modify a 
definition, highlight the 
definition (arrowed) and 
then click on “Open 
Report Definition”

– This will open up the 
definition and allow you 
to edit it, just as you did 
on page 8-9
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Reports

• If you feel that a report is not suitable for your 
needs and you need a custom report. Please look 
at other reports and report categories. If you still 
cannot find a suitable report for your unit and 
needs, contact your SAMS administrator. 

– Please be patient as report generation/creation is 
time consuming. 

– Your SAMS administrator will also review the existing 
reports for one that you may have over looked or 
wasn’t configured appropriately. 
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Reports
Last Page

• You now have created a Report

• Previewed your Report within SAMS

• Made changes and Refreshed the Report

• Printed the Report

• Saved a SAMS Report Definition

• If you have any questions or would like something 
explained in greater detail, please contact your 
SAMS administrator for addition tutorials or 
instruction.
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